Chapter 3: Communication Skills

LESSON 4: CREATING BETTER
SPEECHES
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INTRODUCTION

Throughout your life you will be
asked to give speeches. These speeches may
be formal presentations or just a few words a
an informa occason. Whatever the Stuation,
you will probably fed nervous But do not
worry. This is naturd. Most people become
anxious when someone asks them to tak in
front of a group. Relax, establish eye contact
with your audience, and tdl them wha you
want them to know. After the fird minute,
you should begin to fed more comfortable.
Then you will be wdl on your way to
delivering a successful speech.

One of the best ways to be a success-
ful spesker is to be completely prepared.
While this may not be possble with an
impromptu speech, preparing for other types
of gpeeches, such as a commemorative
goeech, will  require an organized and
designed speech.

The six basc deps of preparing for
public spesking are:

Unit 3: Foundations for Success

Lesson 4: Creating Better Speeches

Andyze the purpose and audience
Conduct your research

Support your points

Organize your information

Draft and edit your speech
Practice, practice, practice

ANALYZE PURPOSE AND AUDIENCE

PURPOSE

The purpose of a speech depends upon
the type of speech you are giving (or required
to give), your topic, and the audience leve. In
some cases, there may be a generd purpose
andlor a specific purpose. The generd pur-
pose for an informaive speech might smply
be to inform the audience about your topic. A
specific purpose, however, dates the man
idea (or idess) of the speech. The specific
purpose should be written in one sentence to
ensure that its intent is clear and concise. For
example, if you ae giving a speech to an
eighth grade graduating class on the advan
tages of teking Army JROTC, the following
satements could represent your topic, generd
purpose, and spedific purpose:

Topic: Army JROTC

General | To inform eghth graders about

Purpose: | JROTC

Soecific | Toinform the graduating class

Purpose: | at Center Middle School about
the advantages of taking Army
JROTC in their ninth grade
year at Lakeview High Schoal.

It is important to identify the purpose
of your gspeech because it will keep you
focused as you andyze your audience and
begin to organize your speech. You may
make decisons aong the way based on the

purpose of your speech.
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AUDIENCE

The god of every speech and speech
maker is to win a response from the ligteners.
To accomplish this, you need to have some
basi ¢ knowledge about your audience.

What knowledge does the audience
aready have about this topic?

What additiond information will the
ligenars most want to know about the
topic?

What paticular aspects of the topic will
be most relevant to the audience?

What is the audience's atitude about this
topic?

How can you best gan and hold ther
interest and attention?

What do you need to think about as far as
language levd of the audience?

Wha interests do you share with your
listeners?

Whet is the occasion of the speech?
How long should the speech be?

Additiondly, you should try to learn
some demographics about the audience.
Demographics is datidicd information about
groups of people. This data tells you about
group characterigtics, not individuds. You
can learn about the audience's:

Age

Occupation

Reigion

Ethnic or cultural background
Gender

Physicd characterigtics
Economic gatus
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Educationd background
Politica efiliations

You can learn about your audience by
persond  obsarvation,  informatiion  from
others, interviews, and questionnaires.

The more you know about your
audience, the more you can gear your tak
toward their needs and interests, and the less
likely you will be to offend anyone.

The best speskers focus on the
audience. Good speakers know that the best
collection of information will not subditute
for agood audience andysis.

SELECT ATOPIC

Sometimes a topic is assgned to you
Other times you are given the opportunity to
sdect your own topic. Thee ae seved
methods that can be used to make a sdlection.

If you ae not sure of wha topic will
interest you, monitoring your own behav-
ior for a period of time dlows you to
observe the activities in which you partic-
ipate, and andyze your own interests.

Lidging topics dlows you to ether lig
broad categories of topics or subtopics
under one broad category.

Engaging in  peasond  brangorming
dlows you to lig as many topics as you
can think of in ashort amount of time.

Identifying current topics dlows you to
identify topics of interest today because
they are in the news or on the minds of the
members of your audience.

Clugtering topics dlows you to think of a
concept or an idea about which you know
something, write and drcde it in the
middle of the page, and then spend about
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ten minutes letting your mind free aso-
ciate other topics related to the concept.
This is different from jugt liding various
topics because with clugeing, dl the
topics are related in some way. Once you
have finished, you can pick the pieces that
can be developed into a speech.

Ak yoursdf the following questions:

Areyou interested in the topic?
Will you enjoy talking about this topic?

Do you want to entertan, inform, or
persuade?

Will the audience be interested in your
topic?

Will the topic offend some members of
your audience?

Does the occason of the speech have a
specia purpose?
Do you know anything about this topic?

Do you have awy interest in learning about
thistopic?

Once you have sdected your topic,
confirm whether it is gppropriate for your
audience and for yoursdf. Is it appropriate
ethicdly; and is it gppropriate for the occa
son? Narrow the topic appropriately for your
time congraints, and you are ready to conduct
your research.

GET STARTED

The generd purpose and the specific
purpose of the speech are developed early in
the speech preparation process, usualy before
you conduct any research. You do, however,
need to have a ceatan amount of information
in order to write athess statement.
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The thess statement is a one-sentence
summary of the speech. It acts like the topic
sentence in a written compodtion. It is a
complete sentence tha tdls exactly what your
Speech is about. Once you have your generd
and specific purposes and your thess dSate
ment, you are ready to conduct your research.

Topic: Army JROTC

General | Toinform eighth graders about

Purpose: | sarvice learning

Soecific | Toinform the graduating class

Purpose: | a Center Middle School about
the advantages of participating
in service learning and how
they can get started.

Thesis Participating in service learning
Satement | will dlow you to learn outsde
the traditional classroom
environment and hdp fill a
need in the community.

CONDUCT YOUR RESEARCH

There are many ways to conduct
research on your topic.

Persond experience
Newspapers
Ontline newspapers
Public libraries
Library catdog
Reference works
Periodicals
Non-print materids
Ontlinelibraries
Schoal libraries
State/loca agencies ortline
Persond interviews
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PERSONAL INTERVIEWS

Persond interviews can be hdpful if
they ae eadly obtanable The information
gatheing interview is an egpecidly vaudble
form of research. The interview dlows you to
view your topic from an expert’'s perspective,
to take advantage of that expert's years of
experience, research, and thought. You can
use an inteview to collect facts and to
dimulate your own thinking. Often the
interview  will sae you hours of library
rescarch and alow you to present ideas that
you could not have uncovered any other way.
And because the interview is a face-to-face,
interaction with an expert, many idess that
otherwise would be unclear can become more
understandable.

WHY RESEARCH?

Research is used to increase speech
effectiveness as wel as to enhance your
credibility. You will want to know the mogt
recent information. Knowing about any new
controverses and the latest information will
help you underdand the audiences attitudes
and will asss you in developing drategies for
the best approach.

Remember to write down where you
ae finding dl your information. You may
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need to go back and find more data, and you
aso need to give credit to your sources during
your speech.

SUPPORT YOUR POINTS

Knowing the details that support the
idess within your gspeech will dlow the
audience to look a you as an expert. They
will be more likdy to give you thar
undivided atention. There is an at to giving a
credible and wdl-supported speech. Support
for your points can comein severd forms.

Factsand Figures

Facts and figures are statements and
veifiadble units of information. You can
impress an audience if you include a lot of
facts and figures. You must meke sure they
are accurate.

Descriptive Statistics

Dexriptive ddidics explan things in
teems of dze or didribution. These datistics
are powerful because they give the impresson
that they are the result of a thorough scientific
sudy. When evduating datisics one should
consder the source, seek multiple sources,
cite the datistic completely, and try to use
current and relevant datistics.

For example, if you were naming
someone as the grestest tennis player of dl
time, just making the dSaement is not as
impressive as giving the datistics that support
the statemen.

Statements by Authority

Saements of authority let  you
“borrow” the credibility of the expert.
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In the example of naming the world's
grestest tennis player of dl time if you can
dso quote a wdl-known tennis player as
agreeing with your edimation, that would
cary alot more credibility.

Narratives

Narratives are examples in the form of
dories. Audiences will often ligen to na-
raives when they will not ligen to anything
dse. Be sure that the audience sees the
relationship between the story and the point
you ae making. Naratves should aways
have a beginning, middle, and end, and
should be interesting, while avoiding unne-
cessy details and excessive length.

Definitions

There are three types of definitions:
logical, descriptive, and operationd. A logica
definition is the dictionary ddfinition. A
descriptive definition describes how a word
derives from the root word of its culture.
Operdtiond definitions tel how the object
relates to how it works or operates.

Humor

If you are trying to build credibility,
humor can be effective because people like to
hear a good joke, and they ae likdy to
remember it and asociate it with serious
idess. Political candidates use humor in their
Speeches.

Remember, only use humor a appro-
priate times during the speech. There ae
clearly some speeches where the use of humor
would not be appropriste a dl. When
explaning to a group of youngsters why their
behavior was ingppropriate, humor may be
out of place.
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Logic, Testimony, Statistics, and Facts

Logic, testimony, datidics, and facts
are the support types that can prove your
points. Without this support, the points you
make in a speech will be less per suasive.

Supporting  information will  dso
clarify, add interes to, and make memorable
your points.

OUTLINE YOUR INFORMATION

Once you have gahered information
and found the supporting logic, facts tedti-
monies, or datistics, the next step is to create
an outline of your information.

Outlining your points will hdp you
see the main themes in your speech, let you
add to your notes, and ensure your speech will
flow naurdly. You can write an outline in
words and phrases or in complete sentences,
but it is best to use as few complete sentences
as possble By avoiding complete sentences,
you will limit the temptation to just read your
speech from your notes,

When outlining your main points and
supporting idess, make sure that dl of them
support the goad and purpose of the speech.

There are savera ways to organize the
information. Before you dart, think about the
various dternatives available to you.

Topicd organization dlows you to present
severd idess related to one topic. These
idess follow a logicd order. This is one of
the most common way's to organize idess.

Chronologicd  organization uses time
sequence for the framework. Chronolog-
ica organization is important for speeches
that require background information.
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Spatid  organiztion  orders materid
according to physical space. You may use
soatid order in gpeeches involving geo-
graphica locations.

Classfication puts things into categories.
This pattern fits many speeches.
Problem/Solution puts the problem in the

fird pat of the outline, and the solution
into the second part.

Cause/Effect organization describes the
cause of a problem in the first part of the
outline, and the effect is described in
the second part.

Regardless of how you format your
outling it chould contan the following
eements

Thetitle
The specific purpose
The thes's Satement

The introduction, which may be outlined
or written in full

5. The body of the speech in outline format

6. The concdusion of the speech, which may
be outlined or written in full

7. A bibliography of sources or references
consulted

A W DN P

WRITE AN INTRODUCTION

Once you have an outline of the
information that is the body of your speech,
you need to think about how you will
introduce the information. The introduction
accomplishes saverd things.

Gets the audience's attention
Introduces the topic

Shows the topic's importance
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Presents the thes's of the topic
Forecasts the mgjor ideas

There ae many ways to get the
attention of your audience. Y ou can:

Wait for silence

Tel ajoke

Tel astory related to your speech
Ask aquestion

Quote afamous person

Make a dramatic statement
Useagimmick

Compliment the audience

Point to an higtorical event

Refer to the occasion

Different types of gpeeches require
different types of introductions. You will have
to decide what will work for your topic and
your audience.

Within the introduction, you will give
a “preview” of your presentation. The pre-
view is usudly only a sentence or two long.
Be brief and be clear. After the introduction,
your audience should know exactly what you
are talking about and, in some cases, why.

THE BODY OF YOUR SPEECH

The body of your speech should teke
about 75% of the dlotted time. In this man
section of the gpeech you will wat to
reinforce your generd and specific purposes.
You will support your man idea with
examples. These ideas should be caried
throughout the speech in a logicd order,
being supported by data.
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The man body of the gpeech is
typicdly divided into man points, usudly
two to fivee These man points should be
amilaly worded and approximatey equd in
importance.

Make sure you use words that your
audience will undergand. Eliminate complex
sentences and try to spesk as naturdly as
possible. Make the body of the speech like the
body of a report: organized, concise, and to
the point.

WRITE A CONCLUSION

The conclusion of a gpeech is dso like
the concluson of a report. The concluson
should be short and review the man idess
Wrgp up your ideas and remember to leave
time for your audience to ask questions. Do
not rush through the concluson. This is your
find opportunity to tel the audience that you
are an informed and confident spesker.

The concluson can be very effective
when it ends with a surprisng dSatement.
Such a daement can make your presentation
unforgettable.

TRANSITIONS

Trandtions are datements throughout
your speech that connect different parts of
your speech. Trangtions look back a what
you have dated and connect it with the next
item you will be discussing. It is especidly
important to have a trangtion between your
introduction and the body of your speech, and
the body of your speech and your conclusion.
Adding trangtions will make your speech
sound polished and prepared.

USE VISUAL AIDS

Visud ads can be a dimulaing part
of your speech. They dlow the spesker the
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freedom to use overheads, dides, charts,
pictures, film, or anything ese tha heps your
audience relate to the topic. Visuad ads can be
hand written or drawn, or they can be
computer generated. Usudly, visud ads ae
prepared ahead of time. Occasondly, they
can be drawn, on chart paper or a board,
during the presentation. This is usudly when
input from the audience is required.

Visud ads are successful when they
help keep the audience interested in the topic.
You can use them to support any part of your
gpeech. For example, visuad ads can capture
the audience's attention in the introduction,
support your man idea(s) in the body, and
leave the audience with a favorable impres
son during the concluson.

If you decide to use visua ads, do not
let them digtract you. Prepare your visud ads
ahead of time and practice with them. Do not
disolay them until you are ready to use them.
When you ae finished with a visud ad,
remove it or cover it so it does not distract
your audience. Try to use only a few visud
ads. Visua ads should add to your speech,
not be the main substance of your speech.

When you give your speech, make
sure you focus your attention on the audience.
Do not tak to your visud ads, or turn your
back to the audience. Make sure the point of
the visud ad is clear to the audience. If you
are giving out materids such as handouts, do
not give them out during your speech.
Digtribute them before or after the speech.
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PRACTICE

You have probably heard the
expresson “Practice makes pefect.” This is
definitdly true in gpeech preparation. The
more you practice, the more polished you will
sound, and the less you will have to rdy on
your notes.

Practice in front of the mirror, your
family; or one or more friends. If you can,
take a “dry run” in the room in which you will
deliver the actud speech. Use your visud ads
to make sure they work. Perhaps you can even
record yoursdf practicing and see how it
sounds. You may hear some places where you
ae not communicating effectively. Each time
you practice you will find ways to improve
your speech.

DURING THE PRESENTATION

If you have andyzed your audience,
done your research, organized the informa-
tion, written your outline or notes, and prac-
ticed your ddivery, you are dmost done. Of
course, you dill need to deliver the actud

Speech!

There ae cetan deps you must
remember:

Capture the audience s attention.
Establish eye contact.
Articulate your words. Do not mumble.

Stand up draight, do not shift your body
and shuffle your feet. Do not put your
hands in your pockets.

Do not use phrases such as “okay,
kn(J\N,” “um,n uI mw],n md “Wdl.”

you
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Edablish an acceptable volume. Do not
screech or use a monotone voice.

Do not talk to your visud ads. Face the
audience.

PRESENTATION GUIDELINES

Here are seven guiddines for ethical speech
and ddivery in communication:

1. Understand the power of the lectern.
Being in front of people gives you a
certain amount of credibility.

2. Spesk truthfully and be sure of your facts.

. Be willing to rock the boat. Stand for what
you believe, but do not darm your
audience.

Do nat lie

5. Avoid excess and ingppropriate emotiona
appesals.
Use credible and current sources.

7. Avoid ambiguity. Be concrete in your
statements.

VERBAL COMMUNICATION

In verbd communication, it is up to
you to use your voice and vocal qualities to
drive home your idess and information. You
have control over rate, volume, pitch, pause,
articulation, and pronunciation. Your voice
can help you in the following ways.

Rate

The rate a which you spesk is very
important. It should not be too fast or too
dow. Vary the rate at which you spesk to add
emphasisto your presentation.
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Volume

This is another verba technique that
can add emphasis to your speech. Make sure
you can be heard in the back of the room.

Pitch

Fitch is the use of notes (higher or
lower) in a voice range. Spesk in a range and
tone that is comfortable for you and move up
or down your scae for emphasis. Modulation
in your voice will keep the audience ligening.

Pause

Pause gives you time to take a bresath
and collect your thoughts. It aso gives the
audience time to absorb your points and idess.

Articulation/Pronunciation

Articulation is the at of spesking
intelligibly and making proper sounds. Ligten
to yoursdf and make your words digtinct and
understandable. The more clearly you articu-
late, the more confident you will sound.

Even if you aticulate cearly, you can
dill misporonounce a word.  Migpronunciation
digracts ligeners from focusng on the
content of the speech.
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CONCLUSION

Speech is the most widdy used
medium of communicaion. The man purpose
of any gpeech or presentation is to ddiver
cler and gpecific idess to the ligeners.
Preparing and practicing your speech is the
bes way to have a pogstive spesking
experience.

You will have many opportunities to
give speeches during your life The better
prepared you are, the more comfortable you
will fed, ad the more successful you will be.
Giving speeches is a stience with definitions,
terms, and processes. Study these and practice
them, and you will soon be a competent
Speaker.
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